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3.0 Registration Process

3.1 Establishing Your Organization in APPS

To make it easy for Industry entities to establish their identity in the HUD
Multifamily system, APPS will have an internet function that will allow Industry to

create the required Participant record within APPS.

25 Agood rule of thumb is if your company has filed a financial statement then your
company is registered and all that is needed is a Coordinator or User ID

25 If your company has never done business with HUD you need to register by
clicking on the Business Partner Multifamily Link on the APPS Home Page at
http://www.hud.gov/offices/hsg/mfh/apps/appsmfhm.cfm

25 All companies must have their own EIN/TAX ID’s. No Company should use their
individual SSN as their Tax ID.

25 Sole proprietors cannot use their Individual SSN # in APPS. They need to have a
EIN/Tax ID for their sole proprietorship.

&< For all Address changes some proof of the new address must be sent to HUD.
This could be in the form of a memo on the company letterhead, a lease agreement or
any other documentation that shows the correct address for the participant. Once
your fax or email is received, HUD can correct the address.

The information can be sent via email to the apps mailbox listed on the APPS home
page or faxed, Attn PPSD Division along with a cover letter stating the details of the
request to 202-708-0684.

1. Onthe APPS Web Page, click the APPS Participant Registration link. The APPS
Participant Registration screen displays.
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Business Partner Registration
HUD Multifamily

If the participant you are about to register has done business with HUD before, you

do not need to complete the Business Partner Registration HUD Multifamily below.

Go to the Secure Systems Registration page to obtain a Coordinator or User ID if
you have not already done so.

TIN: 1 (no dashes)
or

SSN: {no dashes}

Legal Warning

Misuse of Federal Information through the HUD web site falls under the provisions
of title 18, United States Code, Section 1030: This law specifies penalties for
exceeditg authorized access, alterations, damage, or destruction of information
residing on Federal Computers.

Public Reporting Burden

Public reporting burden for this collection of information is estimated to average 30
minutes per tesponse, including the time for reviewing instructions, searching
existing data soutces, gathering, and maintaining the data needed, and submitting
the information. This information is required to obtain benefits and is mandatory.
HUD may not collect this information, and you are not recuited to complete this
form, unless it displays a cutrently valid OME control number.

The regulations at 24 CFR. Bection 200210 to 200.245 authorizes the 1.5
Depattment of Housing and Urban Development (HUD) to request information from
all principals applying to participate in multifamily housing programs. The
information will enable HUD to evaluate whether or not principal participants will
honot their legal, financial and contractual obligations and determine if they pose
an unsatisfactory undenrriting risk.

HUD Home Page

Figure 3-1: Business Partner Registration HUD Multifamily Screen

2. Enter the participant’s TIN or SSN (no dashes).

3. Click . The Register APPS Participant screen displays.
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Business Partner Registration
HUD Multifamily

All fields marked with an asterisk(*) are mandatory

* Name: |
TIN: 111111333
* Legal Structure: v
* Type of Ownership: v
i’lt}'si(-al delivery address
* Address: I
i
* Clity: |
* State: ‘ v
*Zip Code: [— . [—
* Country: USA v
If conntry not Unated States ‘
Teritory: v
* Postal Code: |
* Phone: l
Fax: ‘
# E-mail: l
Pager:

[ Registration Search l

HUD Home Page
Figure 3-2: Register Business Partner Registration HUD Multifamily Screen (for Organization)

25 Note: The screen for Organization Participants differs slightly from that for
Individuals. See the following data chart for details.

4. Using the following chart as a guide, enter the participant’s information. (Fields
marked with an asterisk are required)

Data Element Description

CREATE PARTICIPANT (Organization)
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Data Element

Description

* Name

Current name of the organization.

TIN

The organization’s Tax Identification Number.

* Legal Structure

A drop-down list displays a list of legal structure types.

* Type of Ownership

A drop-down list displays a list of ownership types.

* Address The participant’s street address

* City The participant’s city

* State A drop-down list displays a list of states

* Zip Code The participant’s zip code

* Country A drop-down list displays a list of countries.

Foreign Territory

Enter the foreign territory if applicable.

* Foreign Postal Code

Enter the foreign postal code if applicable.

* Phone The organization’s telephone number
Fax The organization’s fax number

E-mail The organization’s e-mail address

Pager An organization’s contact pager number

CREATE PARTICIPANT (I

ndividual)

Prefix

Select a prefix from the drop-down list, if applicable.

* First Name Participant’s first name

Middle Participant’s middle name

* Last Name Participant’s last name

Suffix Select a suffix from the drop-down list, if applicable.

SSN Participant’s Social Security Number

* Address The participant’s street address

* City The participant’s city

* State A drop-down list displays a list of states
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Data Element Description
* Zip Code The participant’s zip code
* Country A drop-down list displays a list of countries
Foreign Territory The foreign territory, if applicable.
* Foreign Postal Code The foreign postal code, if applicable.
* Phone The participant’s telephone number
Fax The participant’s fax number
E-mail The participant’s e-mail address
Pager An participant’s contact pager number

5. Click L5#2 | The Participant Information Received screen displays.

Participant Information Received

The participant registration will be processed overnight.

If the newly registered participant has never done business with HUD, vou must apply with
HUD Secure Systets to obtan a Coordinator of User ID. Go to the Secure Syatems
Eegistration page.

If you alteady have registered as a user of coordinator for this participant wou may go the the
SBecure Systems page to access APPI.

Eegistration Search

HUD Home Page

Figure 3-4 Participant Information Received Screen

425 Note: After completing this screen, wait at least overnight before applying for your

Coordinator or User 1D
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3.2 Registering for a Coordinator/User ID for a Company or Individual

25 Note: If you do not have a Participant Record in APPS, you must establish your
identity within APPS before registering for a Coordinator or User ID.

3.2.1 Types of Users

There are two types of Users in the Secure Systems: “Coordinators” and “Users”.
A business entity or a representative of the business entity must register as a Coordinator.
The Coordinator serves as the Business Partner’s Executive Director’s representative in
controlling access to the system and performing other system administration functions
such as retrieving IDs, and assigning rights to Users. The Coordinator then establishes
other representatives as Standard Users. The Coordinator controls which Users have
access to enter, view, or submit data. Although a User can enter or submit data to HUD,
they cannot control access to the system. A User depends on the Coordinator for the

necessary system rights to enter, view, or submit data.

A Coordinator is also responsible for forwarding information received

electronically from HUD to the Business Partner Executive Director.

In order for a standard User to act on behalf of an entity in APPS, the Coordinator
must associate the User to that entity through the Participant Assignment
Maintenance screen of the Secure Systems.(This is how a business entity User
receives access to APPS)

3.2.1.1 Coordinator

Because Coordinator/Users access HUD-sensitive information over the internet, security
registration for a Coordinator/User ID is required. An internet User can access system
information only after registering and receiving their Coordinator/User ID.

Each Business Partner must designate a Coordinator, typically an employee, to act
as their representative in providing system access to Users. The Coordinator is then
responsible for retrieving a User ID for the User, establishing the User’s role in the

system.

July 2010 FINAL 3-8



APPS Users’ Guide—Industry Chapter 3
Registration Process

A Coordinator can also serve as a User for the Business Partner. Therefore, if an
individual will be responsible for system administration (Coordinator) and will also

submit data (User), the individual should register as a Coordinator.

3.2.1.2 User

A User can be an employee of the Business Partner or a third party (e.g., CPA)

authorized by the Business Partner’s Coordinator to submit data for the Business Partner.

Unlike a Coordinator, registered Users cannot control system access or perform
system maintenance functions. The User is dependent on the Coordinator for system

access as well as updating User information (e.g., email address).

&5 NOTE: The term “User” is a generic term for individuals following the
instructions of this guide. If “User” (with a capital ‘U’) is discussed, it refers to a

specific type of internet User (User v. Coordinator).

All Coordinators and Users must submit a completed registration application to
HUD to obtain a User ID. Required registration information includes name and social
security number, the Business Partner’s name and TIN/SSN, email address, desired

password, and mother’s maiden name. The registration form is available on the APPS

Home Page http://www.hud.gov/offices/hsg/mfh/apps/appsmfhm.cfm by clicking on the

Multifamily Coordinator and User Registration link.

3.2.2 Coordinator Registration

To register as a Coordinator use the following steps:

425 Note: If you do not have a Participant Record in APPS, you must establish your
identity within APPS before registering for a Secure Systems Coordinator or User ID.
Please refer to Section 3.1, Establishing Your Organization in APPS

&< Note: Please use your parent company Tax ID when registering for Coordinatorship.

&< Note: Initial Coordinator Registration will only register one company/individual.
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25 Note: To request Coordinatorship for multiple companies/individuals, you must
have first completed Section 3.2 through 3.5 for your first Coordinatorship. You
may then go directly to Section 3.6 to request additional Coordinatorships.

42 Note: The system limits each Business Partner to two Coordinators. It is
recommended that the Business Partner Executive Director designate two
Coordinators to ensure backup for daily system administration needs.

1. Enter the following URL http://www.hud.gov/offices/hsg/mfh/apps/appsmfhm.cfm

in the address/location of your browser. The APPS Home Page will display. Select

the Multifamily Coordinator and User Registration link.

2. The Multifamily Coordinator and User Registration screen will display.
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@ 5 Secure Systems Registration

Secure Systems MULTIFAMILY Coordinator and User Registration

v 4 System Coordimatoy I, check the "C nator” ra on, Bl out the form below,

amn end Application wh u are through U erification of the mation be an ID will
be assigned and mailed to the C the HUD-registered eatity specified below. The passw
be dis so make sure you remember it

To apply for a regular User ID, check the *User® radio button, fill out the fo
Applicaton X

£ yOu are

dinator of the HUD-re
3 will not be dis

asfigned, and the System C

ID. The pas:

Application Type Coordinator User

First Name:
Middle Initial
Last Name:

Soctal Security Number:

Organization Information:

* Provide the name of the HUD-registered Or orl | you represent

* Provide the Tax Identification Number or Soclal Security Number of the HUD-registered
Organization or Individual you represent. Do not enter dashes,

« Specify whether the HUD-registered entity you represent is an Organization or an Individual

Organization/Individual Name::
TIN/SSN:

Organization Individual

Provide vowr e-mail address

o Include

x e-mad user name, the @
jsmith@aol com, jolndoei@adv org, Wfdb84=

sign and [serwicename com/edw’

wginetietc, | For example
@prodigy com

E-mail Address: [

Choose a Password

o You wll enter your pa
ength and
¢ punctuation

word each tne you
Id be compnsed
ecial characters

charact
ne

{ &

Password:

Re-enter Password for Yertfication:

Morther's Maiden Name

s Please prowide this iformation for future venfication

TOCEessINg pas

d reset requests

Mother's Maiden Name:

o
o
n
®
a
@

Send Application |

Content updated April 7. 2006

of Housing and Urban Developrmaent Homw | Privacy Statement
W., Washington, DC 20410

Figure 3-5: Multifamily Coordinator and User Registration Screen
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3. Select the option to designate a Coordinator.

ipplication Type Coordinator User |

4. Enter all information into the registration form.

5. When completed, click the Print icon from your browser = . You will need to save

this information for future reference.

6. If you make a single error, simply click in the field and make the correction. If you

. . Clear Field
would like to start over, click kil |
NOTE: Be sure to review all the information for accuracy, before sending the

application.

Send Application

7. Click when completed.

8. The System Coordinator Registration Confirmation information page displays.
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System Coordinator Registration

SYSTEM COORDINATOR REGISTRATION CONFIRMATION:

First Name: JOHN

Middle Initial: X

Last Name: DOE

Social Security Number: 111111111
Orgamzation Name: FGH Corporation
Orgamzation ID:

E-mail Address: John@email.com
Mothers Maden Name: SMITH

You are registening as a Participant Coordinator for the Paricipant FGH CORPORATION
Please confirm the followwng address for FGH CORPORATION

P O Box
100 Drive, XYZ
Fall Church, VA 22222

Your requested Coordinator ID or activation code number will be mailed to the above address associated with the property owner, PHA or other HU
program participant you seek to represent as a coordmator. You will need to obtain your ID/code number from the program participant’s CEO or
Executive Director at this address. If you do not recognaze this as a current, complete or comrect address associated with the HUD program parhcspant
seek to represent, please cancel this application and have the program participant contact the appropnate HUD field office representative to obtam a
clanficahon or correction of the address. If you do not know the HUD Beld office contact for this program participant, commumcate your address cont
to the REAC Customer Service Center, via the below e-mal chck box at REAC_CSC. Please prowde your name and daytme phone number

Confirm /Submit | Cancet Application |

Figure 3-6: System Coordinator Registration Screen

9. Ifall information is correct, clickl_®

3.2.2.1 Receiving Your Coordinator 1D

Once the HUD Secure Systems receives the Coordinators Registration a letter will be
generated with the Coordinator ID and sent to the CEO/Owner of Company for which
Coordination rights is requested. If CEO/Owner agrees to the request, they will forward

the letter to the Coordinator.

Allow two weeks to receive Coordinator ID letter.
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3.2.3 User Registration

To Register as a User:

25 Note: If you do not have a Participant Record in APPS, you must establish your
identity within APPS before registering for a Secure Syetems Coordinator or User

ID. Please refer to Section 3.1, Establishing Your Organization in APPS.

1. Click the User radio button located next to the Application Type on the Multifamily

Coordinator and User Registration screen.

spplication Type Coordinator User ©

2. Enter your First Name, Middle Initial, Last Name, and Social Security Number in the
appropriate fields.

First Name:
Middle Initial:
Last Name:

Social Security Number:

25 NOTE: You can use the Tab key to move to the next field.

3. Enter the name of the Business Partner in the Organization Name field. Enter the
Business

Partner’s TIN in the Organization ID field.
25 NOTE: This must be the TIN for the Business Partner of the associated

Coordinator.
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&5 NOTE: You must provide this information to receive your User ID.

4. Type your e-mail address in the E-mail Address field.

Provide your e-mail address.

o Include your e-mad user name, the @ sign and [servicename. com/edworg/netiete, | For example:
jsmith@aol com, jolndoe@adv org, hidb84a@prodigy com.

&5 NOTE: Itis important to provide your e-mail address so that HUD can

communicate with you.

5. Enter your password. Your password must be six characters, and can consist of letters
and/or Numbers.

Choose a Password.

o You wll enter your password each tme you uge thas serice. Your password should be 6
characters m length and should be compnised of letters and numbers (for example, Brad23), Do
not use punctuation or special characters. Important Your password wall be recorded
EXACTLY as you type i, 20 make & note if you enter i upper and lower cage

&5 Note: Important: Your password is recorded EXACTLY as you type it, so
remember how you enter any letters—uppercase or lowercase. Also, this

password will be used each time you access the HUD’s Secure System.
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6. Enter your Mother’s Maiden Name. This information is used for future verification

(e.q., if you forget your password)

Mother's Maiden Nane
o Please prownde this mformation for future venfication when processing password reset requests

Mother's Maiden Name:

7. Check to ensure the information in each field is correct.

8. Click onthe i I button to submit the application information.

A confirmation page displays.

25 Note: If you do not have a Participant Record in APPS, you will be unable to
register for a User ID. Please refer to Section 3.1, Establishing Your

Organization in APPS.

Alternative Option

To correct a single entry, double-click in the field and enter the correct information. To

Clear Fields

clear all the fields, click on the button and re-enter all the information.
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System User Registration

STANDARD USER REGISTRATION CONFIRMATION

First Name: JOHN

Middle Imtial: X

Last Name: DOE

Social Security Number: 111111111
Organmization Name: FGH Corporation
Organization 1D:

E-mail Address: John@email.com
Mothers Maiden Name: SMITH

You are registering as a Participant User for the Participant FGH Coxporation

Please confirm that you are registering as a Participant User and not as a Coordinator. After your registation is processed, the

coordinator for
FGH Corporation will disclose your ID to you.

Confirm / Submit I Cancel Application l

Figure 3-7: Standard User Registration Screen

&5 NOTE: The mailing address appears only for Coordinators (not Users). Do not
proceed with the application if this mailing address is inaccurate or you will not
receive your User ID. [fthe Business Partner’s mailing address is incorrect,

contact your local HUD Field Office to have it corrected and click on the

Cancel Application button

9. If the information is accurate, click on the [_Canfim Skt | by tton to submit the
application to HUD. A message displays acknowledging acceptance of the

registration application for further processing.

25 Note: Review all the information for accuracy, especially the application type

and Business Partner information.
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User Registration

/ Message: STANDARD USER REGISTRATION ACCEFTED FOR FURTHER FROCIESSING

First Name: JOHN
Middle Imtaal: X
Last Name: DOE
Social Security Number: 111111111
Orgamization Name: FGH Corporation
Orgamzation 1D:
E-mail Address: John@email.com
Mothers Maiden Name: SMITH

Caompmants or Questions <REA( S ihed govs

Figure -3-8: User Registration Confirmation Screen

10. If the information is accurate, click on the [_Conim iSubmt | ptton to submit the

application to HUD. A message displays acknowledging acceptance of the

registration application for further processing.

3.2.3.1 Receiving Your User ID

User registration applications are processed nightly. The Business Partner’s

information is verified and a User ID is generated.

To obtain their User ID, the User must notify the Coordinator that they have
registered for a User ID. Allow at least 24 hours after registering before your User ID is
posted. The Coordinator can retrieve the User’s ID from the system and provide this
information to the User. A User can access the system after they receive their User ID

from the Coordinator and after the Coordinator assigns them system roles.
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3.3 Assigning yourself as a Coordinator

2 Note: Some information on the screenshots like name, User ID have been blocked

and may look different from your screen.

Once you have registered and have received your Coordinator ID you need to assign
yourself as a Coordinator for the company

1. Toassign yourself as a Coordinator login to Secure Systems from the APPS main
page using your new Coordinator ID.

2. The User Login Page will display. Click on Accept.

3. The Secure Systems Main Menu page will display

ﬂ' ’_'_: Main Menu mal | help | search | home | logout
|

Secure Systems

Systems
e Active Partners Petformance System (AFPE)

Welcorme

system - = -
administration System Administration

Business Pariners . .
* Maintenance s Pusiness Partners Iamtenance

» Participant Assignment
Maintenance

* Password Changa e Password Ch@}ge

» Property Assignment . .
Maintenance s Property Assignment Mamtenance

* User Maintenance s TTser Maintenance

s Participant Assionment Maintenance

» Active Partners
Performiance System

(APPS)
Content updated February 23, Z00O7 °BacktoToE
@ .S, Departrnent of Housing and Urban Development Home | PHvacy Statement
451 7th Street 5.W., Washington, DS 20410

Telephone: (202) 708-1112 TT¥: (202) 708-1455

Figure 3-9: Secure Systems Main Menu Screen

4. Select the User Maintenance link from the System Administration section

5. The User Maintenance screen will display
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mail | help | search | home | Togowt

ﬁ_ T System Administration
[

Secure Systems .
User Maintenance

0On this form, you can either search for a User
by User ID, or search for Users by entering your search criteria.

system
administration Search by User ID

+ Assistance Contract To search for a User by User ID,

4—- i = - LTy
2:::,,:::!;::?::?“““ enter a User ID and then click the “Search for User” button.
« Business Partners

Mai ance User ID I
« Pal pant Assignment

Maintenance Search for User
* Password Change
» Prope Assignment
Maintenance

*+ User Maintenance Search Users

To search for a User, enter a search criteria (optional)
and then click the "Search Users” button.

First Name

» Active Partners Last Name
Performance System
(APPS) [ |Check here to limit search to Independent Users

+ Financial Assessment
Subsystem - Multifamily Search Users Cancel
Housing (FASSUB

« Physical Assessment
Subsystem (PASS)

+ Physical Inspections

+ Resident Assessment

Subsystem (RASS)

« Tenant Assessment

Subsystem (TA55)

« Tenant Rental Assistance

Certification System
(TRALS)
» Unique IPA Identifier (UIT)

Registration System
(QASS)

_ Content updated April 19, 2002 o Back to Top
. LI T I Ty pupupupu VA | P [ TR ¥ W R —— .

Figure 3-10: Secure Systems User Maintenance Screen

6. Enter your Coordinator ID under the Search by User ID section.

7. The Maintain User ID page will display.
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Sy SsStem Aaminisration

Secure Systems

Maintain User

User ID

J:(?ll:'::l‘ tratinn First Nome :
Middie Initlal
Last Namo i
User Stotus | Actve
Loord inater {Yes
User Type |Buamess Partner
Chogse sfuncbon

Maintzire User Profile - Actions

Figure 3-11: Secure Systems Maintain User ID Screen

8. Select Maintain User Profile — Actions from the Choose a Function drop down menu.

9. Clickon Ml.

10. The Assign/Unassign Actions for User ID page will display

July 2010 FINAL 321



APPS Users’ Guide—Industry Chapter 3
Registration Process

System Administration

mat | Beln | VEEITE  NBE  leqewt

AsSION/Uinassian Actions for Liser

Wser Infarmatinn
Liser 1D

Lystem
deripdatration
» Asmstanse Contract Middie Initial
Asprgnrmen S s ten ancy
« Gummass ¥ artnen
et lnnat ¢
o Cartmomsnt Arsanment
R )
* Pasterand (hamae
« Presety Acttmamment
Stamtraaer e
© Urer Mamiesam e

First Name

Last Nome
User Staus | Acte
Coordinatar .
User Type Bunners Partuer
Pleane theck Juncheck baxes (o assipn /unassign actions ta the user
APPYS - Active Partners Performancs System

W COR « Coorduaton
« Adtiwn P attinry I UPD . Update
[
::;-vu o Feedem FASSUR  Financial Assessment Subsyst, Submbssion

o Pimanisd Assassenpat = ATH 1
Sohases b ~tei ity . -
Iematnn (F AL M)

o Phyet o) Ascasateant
Suheystamm (PALS)

* Phunial asant Wane

o Pamdent Assesamant
Svbawy tomm (RAS3)

o tamant Assersmant
Sshawrtam (1ASY)

o Tomant Reatal Avpistamm e
Car¥Pualien Sariee
(IMALY)

o Unigen [PA dawtifies (VL)
e feation Gxetee
RAYY)

r Cartde ahon

q

e hraaton

<

Hecpiest Sabeny ]

T View Previous Yeur AFS Dats Subus

Q9 uuunq
E

WA Waver Requent

Suberszuon

LOCCS  Liaw of Crodit Control System

r I hrator

- -y

T EE

rYE ¥ ettleniers
M2M - Mark to Markoet

f B - Coordinator

I M2M - System User

NASSME  Multitamily Iegrated Analysis
r | Y]

PALS Physical Assessment Subsystem

Q

B.C Sercat oo
" IVM - Isspechien View - Mortgagee
P ERVW . B echon
P 5T - Rew "

r "H - Schedulmg

QASS  Quality Assurance Subsystem
- o

B.C Rt

REMS

r~ B

TASS - Tenam Assessment Subsystem

= | TR

r Fead Oul

o pdate Tenant Ducrep Fesohn £
~un age Trackire

TRACS fenant Reotal Assistance Certification #

Vv R-C Srascn

r TV war/Under Paymness Rerohmor
VMS - Veucher Management Subsystem

r R - Cocedratos

r ata Entry Asghonty

I~ SUB - Submet Data Authonty

Figure 3-12: Secure Systems Assign/Unassign Actions for User Screen
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11. Check the COR - Coordinator checkbox and the UPD- Update checkbox under APPS
— Active Partners Performance System section.

12. Click on AssignflUnassign Actions button.

13. The Successful Transaction page will display.

mail | help | search | home | Togoat

m_ System Administration
|
Secure Systems ‘

You have successfully assignedfunassigned action(s) to user!

o

syste
administration

+ Assistance Contract
Assignment Maintenance

+ Business Pariners
Maintenance

4 Participant Assignment
Maintenance

* Password Change

+ Property Assignment

Maintenance

* User Maintenance

+ Active Partmers
Performance System
[(APPS)

» Financial Assessment
Subsystem - Multifamily
Housing (FASSUE)

«» Physical Assessment
Subsystem (PASS)

+ Physical Inspections

+ Resident Assessment
Subsystem (RASS)

+ Tenant Assessment
Subsystem (TASS)

+ Tenant Rental Assistance
Certification System
(TRACS)

+ Unigue IPA Identifier (UIT)
Registration System
(DASS)

Figure 3-13: Secure Systems Successful Transaction Screen

14. Select OK. You have now assigned yourself as a Coordinator
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3.4 Assigning yourself role and User roles

2 Note: Some information on the screenshots like name, User ID have been blocked

and may look different from your screen.

1. Toassign yourself a role, login to Secure Systems from the APPS main page using
your new Coordinator ID.

2. The Secure Systems Main Menu page will display.

Secure Systems

system
administration
« Assistance Contyact

Assigament Maintenance
« Business Partners

Masntenance

« Participant Assianment
Maintenance

* Password Change

« Proporty Assignmant
Maintenance

Houzing (FASSUR)
« Physical Assessment
Swbsystem (PASS)

* Physical Inspections

-
Subsgstem (RASS)
« fenant Assessment

+ Tenant Rental Assistance
Certification System
(TRACS)

* Registration System
(OASS)

mail | help | search | home | logeut

Main Menu

Systems

¢ Financial Assessment Subsystem - Mulhfamily Housing (FASSTR)

o Physical Assessment Subsystem (PASS)

» Physical Inspections

o Resident Assessment Subsystem (RASS)

e Tenant Assessment Subsystem (TASS)

o Tenant Rental Assistance Centification System (TRACS)

¢ Unicue IP & Identfier (UIl} Regstration System (QASS)

System Administration

o Assistance Contract Assignment Maintenance

o Busmess Partners Mamtenance

o User Mantenance

0

Figure 3-14: Secure Systems Main Menu Screen

3. Select the User Maintenance link from the System Administration section.
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4. The User Maintenance screen will display.

mail | help | search | home | Togout

ﬁ_ o System Administration
|

Secure Systems .
User Maintenance

0On this form, you can either search for a User
by User ID, or search for Users by entering your search criteria.

system
administration Search by User ID

To search for a User by User ID,
enter a User ID and then click the “Search for User” button.

Maintenance User ID I
» Participant Assignment

Maintenance Search for User
+ Password Change

» Prope Assignment
Maintenance

*+ User Maintenance Search Users

To search for a User, enter a search criteria (optional)
and then click the "Search Users” button.

First Name

+ Active Partners Last Name
Performance System
(APPS) [ |Check here to limit search to Independent Users

+ Financial Assessment
Subsystem - Multifamily Search Users Cancel
Housing (FASSUB

+ Physical Assessment
Subsystem (PASS)

+ Physical Inspections

+ Resident Assessment
Subsystem (RASS)

« Tenant Assessment

Subsystem (TA55)
« Tenant Rental Assistance

Certification System
(TRALS)

» Unique IPA Identifier (UIT)
Registration System
(QAS5S])

_ Content updated April 19, 2002 o Back to Top
. L T L I T R TI) pupupuep [T PR S A Y T B ———

Figure 3-15: Secure Systems User Maintenance Screen

5. Enter your Coordinator ID under the Search by User ID section.

6. The Maintain User ID page will display.
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Mt baly  1earts Nem  leqent

@ System Administration

Secure Systems

Maintam Liser

Harr Infurmation

User 1D
system First Nome
administration

o Arsiniotme Conton ! Middle Initial
Arsrmament amtanan e

o Dastness Portieny Last Name
Somiongme

o Cartisimant Armgtmmant User Status  Azure

ot tonam e
* Pasrveeed (hanae

o Property Avetqerment
Mol tenenie

* Urer Momteneme

Coardinator | Ve
User Type Fucness Vartner

(hause a Hunction

(e -
o fulbee Portoees Subent l Cancel
Purfurmene Yyelom
{

Sy tem (PAYS)

* PSyeer of Lonpee: Deme
o Rayodent Agsersment
Tnben e (MANS)

o leowmt Arressment
yebretzm (173

Figure 3-16: Secure Systems Maintain User ID Screen

7. Select Maintain User- Roles — Actions from the Choose a Function drop down menu

8. Click on Submit |

9. The Assign/Unassign Roles for User 1D page will display.
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WAl | help | sameh

b gt

ﬁ System Administration

Secure Systems

Assign/Unassign Roles for User

User Information

User 1D
system First Name
administration

« Arsstance Contaact Middle Tnitial

Aranment “tantenance
« Butimess Partneny
amtenare
o Pactiipant Asrvgnenent
RI_LL Y L]
* Pasrrmd {hanen
o Property Asvramment
Somtemame
* Uner M taneni s

Last Name
User Status  Acnve

Coordinator Y=g

User Type Hanpess Parmer
Please check/uncheck hoxes to asvign/onassign roles to the wser
APPS - Active Partners Performance System
P ATP . APPE Update

- M." P otoers FASSUB - Financial Assessment Subinyst, Submission
m.ﬂ ma P CPC PA Certdier

. '\:bmm:: -th:uh P SUEB . AFS Submstes
“'-::‘;::::1“ PASS - Physical Assessment Subsystem

tubegytem (PASY) PPV
¢ Chyvin ol Jaepes Bene
« Restent Asssrsment TASS - Tenant Assessment Subsystem
Subeytem (MASS) FTOA - TASS O
« Tonant Assessment SCA -~ TASS ttvact Adimestratos
Subrertem (1ASE) e - - oo ”
« Tenant Restal Assts tasen P TRE - Tenant Income Ducrepancy Tracker
Cartificatinn Surtem e T ” T
(ImaAgs) F VIE . View lntermet Report

Phymeal Inspecthon Viewer

* Beststrsties Tystem TRACS - Tenant Rental Assistance Certification P
(0Asz)

M TTQ - TRACS Tenars Query

FTVQ - TRACS Veucher Quety

sdsgrvlinas san Roles | Concet |

Figure 3-17: Secure Systems Assign/Unassign Roles for User ID Screen

10. Check the AUP — APPS Update checkbox under APPS — Active Partners
Performance System section.

11. Click the AssignfUnassign Actions button.

12. The Successful Transaction page will display.
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hety | SAArEh  NOME  legeet

@ ' System Administration

Successiul Transaction

Secure Systems

You have successfully assigned /inassigned action(s) to user !

system
administration

e lenande

o Vartopent Asssanment
Lamtenante

* Pasvwond Change

o Progerte Asstenment
Hemiznante

* Unar Manten s

o Aalive Partanm
Parfermence Syrtem
(APS)

o Emancid Assersment
Sabyrstem  Mabtf smity
tmunina (FASWM)

o Physicel Avpessmmat
tabeystem (PASS)

o Phavicel bnspes thene

« Rasident Asrnrament
Sabrpytem (MASY)

o Tanant Avsessment
Svhruy teen (TASNS)

o Tament Rentel Avenntonce
CortifcaUun Sustem
(IMALY)

o Unimwe 1PA Ldentifher (1)
RasteSiatien Sustom
(QASE)

Figure 3-18: Secure Systems Successful Transaction Screen

13. Select OK. You have now assigned yourself roles.

14. Please reboot your system at this point for your new assignments and roles to be
activated.

Note: When you logon to the Secure Systems Main Menu screen, the Active
Partners Performance System (APPS) under the Systems section and
Participant Assignment Maintenance and Property Assignment Maintenance
under the System Administration section will now be accessible.
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3.5 Assigning yourself rights to Company/Companies/Individuals

After you have registered as a coordinator for multiple companies you need to assign

yourself rights to those companies.

1. From the Secure Systems Main Menu page, select the Participant Assignment

Maintenance link under the System Administration section.

mall | help | search | home | Togout

ﬂ_ £t Main Menu
[
Secure Systems

Systems
o Active Partners Performance System (APPS)
s Financial Assessment 2ubsystem - Multifamily Houst ASETTR
;zf':‘i?i:‘ilstratinn o Physical Assessment Subsystem (PASS)
» Assistance Contract ¢ Physical Inspections
Assignment Maintenance
« Eesident Assessment Subsystem (BEASS)
s Tenant Assessment Subsystem (TAZS
e Tenant Fental Assistance Certffication System (TEACS)

e Tnique IPA Tdentifier (U1 Registration System (QASS)

welcome

Maintenance

» Participant Assignment
Maintenance

+ Password Change

» Property Assignment

Maintenance

* User Maintenance

System Administration
o Agsistance Contract Assionment Mamntenance

o Busmess Partners Mamtenance

» Active Partners

Performance System « Participant Assignment Maintenance
(APPS)
+ Financial Assessment s Password Chggge
Subsystem - Multifamily K .
Housing (FASSUB o Property Assignment Mantenance
» Physical Assessment |
Subsystem (PASS) o Tzer Mantenance

+ Physical Inspections

+ Besident Assessment
Subsystem [(RASS)

» Tenant Assessment
Subsystem [TASS])

+ Tenant Rental Assistance
Certification System
(TRACS)

+ Unigue IPA Tdentifier (UIT)
Registration System
(DASSY

Figure 3-19: Secure Systems Main Menu Screen
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2. The Participant Assignment Maintenance screen will display

muil | belp | search | home | legest

W' e System Administration

Secare Systems o . :
Participant Assignment Maintenance

Mease snter o Uier Id:

User 1D |

Choase & Function:
syshem
administration

As sign Paticpant

Carcal

Bertermanca Sxstem
(APPE]

+ Financial Asvessment
5 . i
Housing [EASSLEY)

» Phyricsl Asiessment
Hiihapi e (PASS)

= Phyeical Insasdbiomrs

» Brsident Aspeasmeny
Subsayboms (RASS)

& Tanant Asteciment
Suthwpitem {TASS) !

» Tnnank Reabel dnibsbancn
et Fication st !
[TRALE) } |

o Uindame DA Ldentifier (ML)
Eegisiratisn Swslem |
[BASS]Y |

Content updeted April 19, 2002 o Bagk to Top
@ W5, Dwparirant of Housing amd Urban Developrant Herni | Privady $tatemeent
41 Tk Sfvwat £UW. . Wachinafan, Mt WA 0

Figure 3-20: Secure Systems Participant Assignment Maintenance Screen

3. Enter your User ID and select Assign Participant from the Choose a Function drop
down menu

4. The Assign Participant for User screen will display
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System Administration ma | bedn | swareh | home | logaat

Secure Systems _ i
Assign Particpant for User!

'Choote & Raler
Role Code - Role Desoription

B - AFS Submitier B
system mlLF - APFS Update

administration CPC = CFPA Canfier

+ Axtitamir Lantant Py« Phygsical ivspachon Viawmsr

. - fi._g":_'mmmﬂ | TRE - Tenant lncome Discrepancy Teacker =
“alnteaans ‘Choose at least one Participank:

* Efnﬁ;.;,ﬁ_.—f"ﬂ’----ﬂ-ﬁ | Participant Mame - TIN - Participant Type
‘ 3

* Papiwatd { hanae |

+ Byoparty fursgraeet
Haln tenpngn

* et Maabin s

=== [Subwit| | Cancal |

Fbviepis
| by beea [PASE)
|+ Phyrival Dntgeskions
|« Bepident fssepiment
| hbaysteas (RANY)

| o Ienanb Assepsment

| Gabayvbem (TAGS)

| o Tonsnt Rapdal Asisistance

| Lertificatssn Sastem

| [TRALSY

| o Unsbe 1A Tdon bifiar (UI0)
| Besriration Svitan

Figure 3-21: Secure Systems Assign Participant for User Screen

5. Select AUP — APPS Update from the Role Code — Role Description section and select
the participant you want to assign rights to, from the Participant Name — TIN —
Participant Type Section.

6. Click on _Submit |

7. The Assign Participant Confirmation for User screen will display
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mall | help | search | home | Jogout

ﬁ System Administration

Secure Systems
Assign Partidpant Confirmation for User

vu;nmiomau&
| User 1D
system First Name
administration e R N
« Aushatance Centract Middie Initial

[Participants 15 Assign to Uiser 14704 for Role AUP, * 00
Pacticipant Name TiN Participant Type
Orgamnzation

‘Conkem-{ - Cancel [

3]
« Pinpncial Axsastmant
Seon - MUl amite
Hauging (EASSURY
o Physical Assessmant
dyestem (RASS)

. Wﬁsd.lmm

» Basident Assessmant

Subeyvstom (KASS)

« Isoant Asyessmant
avbresteo (14

> 551
o Temaat Rental Aesistance

(rBacs) ;

« Uniaun £P4 tdnntitter (UI0)
Reqistyation System
(0AsS)

Content updated Apl 19, 2002 oﬂas!‘_sa.!sw
2y U5 Depatmant of Nousing and Urban Develsprnent Home { Prévacy Statement

Figure 3-22: Secure Systems Assign Participant Confirmation for User Screen

. Corfirmm . . . . .
8. Click on 4| You will receive a successful transaction confirmation for your
assignment.

9. You have now assigned yourself Coordinator rights to the companies you have
selected.

3.6 Registering Coordinatorship for multiple Companies/Individuals

& Note: You must complete Steps 3.2 through 3.5 before you can request
Coordinatorship for multiple companies/individuals.
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1. Registering for a Coordinator lets you register for only one company. To register
Coordinatorship for multiple companies: Login to Secure Systems from the APPS

main page using your new Coordinator ID.

2. The Secure Systems Main Menu page will display.

miail | help | search | home | logowt

ﬂ_ 22| Main Menu
|

Secure Systems

Systems

s Active Partners Pedormance Systemn CAFES)
s Financial Assessment Subsystemn - Mulbfarmily Housing (FASSTTR)

Welcome

;:f:_iﬁ:?s tration ¢ Physical Assessment Subsystem (PASS)
« Assistance Contract . Ph}[swal Insgeu:tions
Assignment Maintenance
s EBesdent Aszessment Subsystem (BASS)
Maintenance
« Participant Assignment s Tenant Assessment Subsystem (TASS)

Maintenance

+ Password Change

« Prope Assignment
Maintenance

¢ Tenant Pental Assistance Certfication System (TRACS)
o Unique TPA Tdentifier (TTID Eemstration System (QASS)

* User Maintenance

System Administration

o Assistance Contract Assignment Mamntenance

o Business Partners Maintenance

» Active Partners
Performance System o Participant & ssignment WMaintenance

[(APPS)

+ Financial Assessment s Password Chggge
Subsystem - Multifamily - )
Housing (FASSUB o Property Assionment Maintenance

+ Physical Assessment |
Subsystem (PASS) o Jzer Mantenance

+ Physical Inspections

+ Resident Assessment
Subsystem [RASS)

+ Ienant Assessment
Subsystem (TASS])

+ Tenant Rental Assistance
Certification System
[TRALCS)

+ Unigue IPA Identifier {UIT)
Reqistration Systen
[DASS)

Figure 3-23: Secure Systems Main Menu Screen

3. Select Business Partners Maintenance from the System Administration section.

4. The Business Partner Maintenance screen will display.
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. -...:=.: S?Stem Administratiﬂn mall | belp | search | howwe | leqoot
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Figure 3-24: Secure Systems Business Partners Maintenance Screen

5. Enter your User ID and select Request New/Delete Existing Relationships from the

Please enter a Function drop down menu.

6. The Request/Delete Relationships screen will display.
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* Eﬁw@*fﬂ | Parscipant (Organization) j
. ﬂ:i."ﬁﬁi’ﬁ??’ﬂ‘ ! | Partipast (Organization) ]

« Jnnank Renkal Astialante |
Cartioation Surbem i |

| Pertici pant (Organizabon) _‘J
(THALS) i i ,

» Umigues TR Ldesbifier {IRLT) |!-'.¢-' cipast (Organipaton) :_]
Emglatr stion fystem i
[DASE] 5 { Partcipant {Organizetion) 7]

. | Pretci pant (Crgani pation] ___|

Figure 3-25: Secure Systems Request/Delete Relationships Screen

7. Enter TIN for the Companies you would like to assign rights in the Relationships to

request subsection.

8. Select Ml

9. The Request / Delete Relationships Confirmation screen will display.
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System Administration wall | belp | eareh | Dome | logont

Request/ Delete Relationships Confirmation
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system
administration [TReIstanshIpE TO Delete L L
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%m.enm.iusm

« Linancial Aysessment
Subaystnm.: Maltifos
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Sybsystem (RASS)

+» Tenand Assessment
Subsystem (TASS) 1

« IsnantBantel Suistence |
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- Hndes TRA Tdeatifior (IOTY]

Figure 3-26: Secure Systems Request/Delete Relationships Confirmation Screen

. Corirem . . . . .
10. Click onQ. You will receive a successful transaction confirmation for your

request.

425 Note: You will need to wait for two weeks to receive your activation keys from HUD.
11. Once you have received your activation keys you must activate your relationships.

12. From the Secure Systems Main Menu page select Business Partners Maintenance
from the System Administration section.

July 2010 FINAL 3-36



APPS Users’ Guide—Industry Chapter 3
Registration Process

m Main Menu mall | help | search | home | logeut

Secure Systems

Systems
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system
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ssment Subsystem (RASS)

o Tenant Assessment Subsystem (TASS)
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System Administration

o Assutance Contract Assignment Mamntenance

o Busmess Partners Mamntenance
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(APPS) -~
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Figure 3-27: Secure Systems Main Menu Screen

13. The Business Partner Maintenance screen will display.
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miail | help | search |

ﬁ_ e System Administration
|
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Content updated April 19, 2002 o Back to Top
ﬁ'r U5, Department of Housing and Urban Developrent Home | Privacy Statement
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Secure Systems

system
administration

‘ Assigament "omtomsn e
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o Partrup ant Arstgnment
Homteniee

* Banswrned Chanos

« Praparty Asstunment
Mantanne

o Phyyical Asseseement
Subastem (PAS3)

Activate Relationships

Activate eelationships by entering corresponding activation key.
TIN/SSN/PHA 1D - Name Activation Key

Submn I Cancel ’

Figure 3-29: Secure Systems Activate Relationships for User ID Screen

16. Enter the Activation Keys you have just received and click on Submit.

17. The Successful Transaction Screen will display.
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Rulll  Svstem Administration
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Figure 3-30: Secure Systems Successful Transaction Screen

18. Click on OK. You have now assigned Coordinatorship.

3.7 Assigning yourself rights to Company/Companies/Individuals

e Repeat Step 3.5

3.8 Assigning the User System Roles by the Coordinator

3.8.1 Retrieving Your User ID by Coordinator

1. From the Secure Systems Main Menu page select the User Maintenance link under

the System Administration section
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Figure 3-31: Secure Systems Main Menu Screen

2. The User Maintenance Screen will display.
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Figure 3-32: Secure Systems User Maintenance Screen

3. Enter the First Name and Last Name of the User in the Search Users Section. And

select

Search Users I

4. The User List Screen will display with the User ID.
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Figure 3-33: Secure Systems User List Screen

*

*Once the Coordinator has retrieved your User ID he can assign the User System roles

1. From the Secure Systems Main Menu page select the Participant Assignment

Maintenance link under the System Administration section
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Figure 3-34: Secure Systems Main Menu Screen

2. The Participant Assignment Maintenance Screen will display
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Figure 3-35: Secure Systems Participant Assignment Maintenance Screen

3. Use your User ID just retrieved and select Assign Participant from the Choose a
Function drop down menu.

4. The Assign Participant for User screen will display
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Figure 3-36: Secure Systems Assign Participant for User Screen

5. Select AUP — APPS Update from the Role Code — Role Description section and the
participant you want to assign user roles to from the Participant Name — TIN —
Participant Type Section

6. Click on _Submit |

7. The Assign Participant Confirmation for User screen will display.
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Figure 3-37: Secure Systems Assign Participant for Confirmation User Screen

. Ciorfirm . . . . .
8. Click onQ. You will receive a successful transaction confirmation for your
assignment.

9. The User can now submit data for the company/individual.
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